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“hief, Position “valuation I'ivision, OF
Chief, Admiristrative Staff, OL

Feques* for Neclassificatior: of Tositiors of Tenroduetior
Specialists| |

Memorardum for Chief, Positibr Evalustion Tivision, OF, ‘hreuph
Thisf, Administrative Starf, OL, ‘dated 22 Septemher 1057,
Subjeet: Same as Abowve

Raferenced memorandum dortains | ost. that the two
Reproduc*ion Specialist positions be upgraded, . This »
has beer reviewed by O0ffice of logloties officlals, tricluiing 4
Chief, Printing Servites Diwdision, all whe deaire to strorsly |
eriorse subject remmest for utha following reasonst 3

H

a., Since last clﬂ;ssified, duties and remporinibilit?
attached to these two $ositions have substantiallr i-crea

b | | +echdtaal
review and superwision .over these twe positions is rot regiily

available. Conssquently, incusdents of these “ws positiods
must possess the abilify to plan ard operate +their work w
only administrative m:idance &4 direstior as privided *h
| |officials, -

and c&pueitr 0 implﬂ‘#ﬂt m epemte a wmﬁmmﬂnti :

This feature 18 ‘a matd:npomnt one and ahuulz! be hes
coneidered in chﬁsifﬂm suhjeet positions,

d. The vaviety a&d scope of duties and ri _
attached to thede two positicne are eana*dm!s!y greattr 1
those found in m le headgurtm printing and repre

positions. : :
Attaclmentst o |
l. BReferenced Neme i ﬁ ;
2. Revised Pesitisn ptims £ thatT
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Distribution: :
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25X1A6A 5 ag, nw&iuum.t
~ OC/Persormnel Offige wo/sttach.
- CL/P8D wofattach. .
0L File wo/mttachs
- CL/P%TB Subject Tile w/attach.
- OL/PETH Chrono wofattach,
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22 September 153

MEMOTANDUM POR: Chief Position Evaluation Divislon OF

THROUGH : Chief Administrative Stall ‘
SURJZCT . FRequest for keclassification of Positionsiof

Reproduction Specialists) | f

1. It is requested that action be initiated to reclagsify ¢
the present positians ¢f lieproduetion Specialist G5-: to .
Reproduction Speeialist, (8- and the position of Reproduckion |
Specialist G3-10 to Reproductionm Specialist GS-11. Attaghed
arc deseriptions of the duties and responsibillities of the&e
pogitions. |

25X1A6A 2. Punds are avallable in the OC budzet.

25X1A9A

Attachment

[ .’d"
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Present Position : Reprofuction Speeislist, G5-10 ;
Proposed Position: Reproduction Specialist, GS-11 |

I. DDISS AMD RECPOMBXBILITTES
mwmr1nu;¢uucuuxxur1wn Chief, Services Division, serves|

in & dual capacity s follows | (1) Chief, Hepro@uctiom Branch,
responsible for plamming, irp ting and sdministering a

lcaqmmmemdntuuann ion service for the| |

|end other 8 of the Agency, as roquired;
{2) In an emergency, serves 38 Chief, Reproduction facilities .
theAgmmy:mqmmanﬂnthr;ﬂjmung ﬁqphuuummgsmla&un
acmmﬁausemn@nny;mhﬁdngaasrqpﬁﬁmﬁﬁwnaﬂvﬁm»h1

of the Agency's Intelligence #ﬂgmnm Specifically:

&mnrwhnn'dhuwgh:nﬁmuihiﬂn:punmnnglallzm&tmudns
afE::hqmvmxmmmtnnudhﬂhﬂﬁtﬁ:hﬁh1m-1%xm~n@

a. cmmrnnmnnndnnwhhm;ﬁnxwhstmezmnﬁummmxaf
tzmxngunzaaﬁxxhatnumxb:ptarnu.tnltMn‘hnnudurcﬂ?tnwr |
graphic and 1llustretive matepinl into suitsble copy &s nay be
:v@nruluabapmunaacu'nquu&umh

nqunnm;ﬁh:nﬂdanurnuuﬂ:uuﬂﬂatl:nwma thauﬂungcf -
mmmmawmrwmmmmmu-

mﬂarptmmnngctﬂuhl,hﬁu&¢unuu&!hwrcdhn'ummwwﬁmxcqﬁhtf«
. cm ell types of offset preased.

c. !hMmﬁﬂﬁhhtnrp&ﬁm;uuhh1unﬁh¢seﬂ'ﬂﬁ::ﬂdﬂg.
of photogrephs, maps, posters; chwrts, stc. through the media of
£ilm, nicrofilm, phatost.ol oEalild yrocesses, the mwproductiod

uf:nﬁmdalthnndlth&anﬂhut'w - xrogrepy
printers. The making of auﬂ&ﬁnna-lyaﬂ&hnq,a;rg
the necessary developing, : nuhe&m
2. Plans, schedules, lays it sad all prist ‘
Organises snd contxals the flew of 80 thet ccupletdd work
will confusm to Migh wh ; of gality es wll as cotform to
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wtilized in an adequete snd e®icient manner and Lhet a7l :se::-,.,.;{%,

I
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4. Meets with opersting officials off |end/or other
ewmen"s of the Agescy to discuss privting end reproduction
problems, work requests, need teo meet deadlines, ete. liakeo
suggestions and recamendstioss (o smch officials to help solve
their printing and reproductiin sroblems and reculremenis. ™M
occasion, provides such off:u:w.a with information relstive to
lindtations in capablilities of equipmesrt thet 15 on hand
and mokes recammendaticons as W possible alternetive printing
and reproduction rethods vhichh will scoomplish desired wesulis.

L. Criginates requicitiims for supplies mud cquiment
required by the Byanch. Reepssible for sssuring thot all
equiprent 1s maintained spd 4 proper working condition st 211
times. Repalrs aud overhauls éll squlipment as necessary _mkﬁi:zg s
asseribly and disacoerdly. SRk

5. Mamm«hﬁ@cﬁmé&mm@ aﬂ-
equipaent, naterisls sod Irocasses 1a the reproductiion fMeld.

€. Assures that all perscmnel and equiprent ase being

and sefaty rezulstioms and practices mre being complied with.,

7. Trovides highly techilcal tralning for Special Project
versonnel.

. Provides supervieion %o subordinste persorel which
entelils: :

a. Answerisg questions and issuing instructions to
subordinates an their a‘umi éntieaa.

b. Training subardimtes in approved work methods,
tochniques and peovcedixes.

Reviewing theisr Sork t¢ lnsure that established
mwmmm»mmmm

4. ion t, ete. of sub-
wngw , resmsigremnt , :

5. Caspiles periodic prainctics reports relsting to work ‘
produced by the Rranth and asmmes thei a)l space and equigment e
are maintainod in & elesn and orderly comditien &t 2all times.

10. w-ﬂawwaﬁma@wmwm
following equipmemt: MNedel Vi Ditto Duplicsmting Machine; Model
hﬁonnxm;mewm:wxmw
doxtur Prass; mmammma&:aw

e

2
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Model L Xerox Camers and Fvecy; Model I Contimuous Photostab
Mochine; Phouostat Expeditor Machine; M8l & Recordak Micro-
£1ln Camers; Microfilnm Viavem, Recardnk 35 MM Dalapers; }r:del
D-2 Omeca 4 x 5 Enlarger, & :1 5 Spead Grephic Comerc; L x |
Crephic View Camere; Argus C-5j Camera; Polaroid Land Camersn;

8 x 10 snd Duo-Photo Contact Printers; Model 1 Ierox Capy-ilo
Printer; Ozamntiic Ozalid MHec ;3 Mel-A-Hatic Copier lMechine;
Telephoto Machine; Eicrotron's Printer; Microtroalc Processor
and Hicrotronic Tﬁmr, Mo D Vacuwm Plaie mtpo:ﬁ;rc Freres
M del 1402 Plate shirler; Vead-Cyper rmchine; 35 Power Inper
Cutter; Stitching Mechine; Puper Dril). Mechine; Zmbossaproph
Hachine; lLmuinating Press; Plwtographic Developing, fadhing,
Drying Zquipment; Copper Circudt Etching techniques.

11. Respansible for pligming and directing all ectivities of
the Agency RBmergency Reprofudiion facility in reproducing and |
duplicating e wide variety off matertal including textual wterm,
charts, mapa, disgrems, dravings, tables, books, and siudics
through the Printing asd Photographic media. In comection with
this emergency service rendeis guidmce and assistance to Agency
officials on Reproduction predblems and perticipates in plamning !
for emergency yrojects o repoduce lmrge volumes of mrderinl, agd :
informing such officials the trintins end photogrephie WM
avallable and their capadbilitiies and limitations. :

12. Incumbent is respapible for and direcis the mg,'emy%
reproduction facility 4n mmmtim with cther Agemey Reproduckion
officials as may be present.

II. SUPERVISION EECEIVED

Incusbent is techmically qualified to ide ell reproductfon
mﬁmﬁ&t&e@bﬂt’twwwi end 2
receives little or po technimml swervisiam fram superiors. :
supervision, bowver, is recdived fet the Chief, Serviees DI
utommuwmwmmmmjm dos
that are to be mit. E

-t | charts,
m«mm*wuwwmaﬂm
and other processes.

3 S
Ei [

Qi

Bk Ry
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2. LKIIIS: Must be skilled in the use of a sriety of
cameras, variety of offset jresses apd other aipliceting meteriad,
as well as riscellansous bindery equipeet.

3. ABILITIES: Ability to estimate 1in terns it money ond
time the relative costs of rcQuesis for primting end reproducticm;
ebility to meet individuals heving a need of primting snd reprodpction
scrvices in order to discuss end arrenge with them the deteils off
work o be requested; and, abflity to plan, orpani= and dirvect thﬂ
work of others.

4. WORK EXPERTINE AND SDUCION: IMust have had 5% yoars &
progressively responsible expérismce imvelvis: the performance or
supervision of a teclmical nhese ofprinungwlreprodmtim thtt
included operstion of lithagrephic presses; offset photoerephy;
camercial photogreply ;poper ¢utting; mimeograph ané ditto oxare&ima; ‘
Plate making; bindery opersti¢ns; exdl other simtiar or relsted :
technicel processes assccimted with printing and reproduction sefvices.’

1

"'\*'l"'
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REVISED PeSITION DESCRIPTION

Presaent Position : Reproductfion Specislist, GS-7
Proposed Position: Reproduction Spetialist, GS8-9

I. DUTIES AND RESPORSTBILITIES

Under the general supervision of the Chief, Reproductid
Branch, serves as a Reproduction Specialist, responsible for

assisting in the plaming, irplementing and administerins a
comlete printing and reproduvdtion servise for the |
25X1A6A | |and otMer componsnts of the Agency, as required.
In an emeygency serves as Assistant Chief, Reproduction Fmiliti‘s
of the Agency responsible for:assisting in the planning, imple- ;
menting and administering s cmhto spexrgency printine and re- :
production service in sumort iaf the Agemey's Intelligence progrés.

1. A-ammmumsmmmumwma ¥
and sble to esrry out 4ll sotlvities of the] |Reproduction m—amh ,
vhich include the follawing: :

25X1AB

25X1AB
. OCapy pupah:bzm wdich includas tha pradmti@ :
of typographic and {llustrative seterial eand the trensfer of
typogrephic and 1}lustrefive material into suitable copy as
my be nqumdeebopﬁnﬁddcmadﬂeod,

b. Offget priating vwhich consists of the meking i
of lithographic lfne, Bedftone; econtinuous tonk #and color |
separation negatives; the making of exact registér layouts::
the making of both eldwen and Asdp eteh plates for the  °
presses and the milticoldr primting of line, helftone and
four color separstien ecbm on all types of offset preaam

c. Motogmphic pristing which consists of the
M @ Mw, m’ mr" chm%, m‘, t &
the media of £ilm, misrofilm, ghotostst and 02alld proces
the reproducticn of throngh the media of micro- °
photograph, Iristers. The making of corposi
pegatives and posfitives,  and tle hecessary develsping '
hardening, inteusifying,: reducing, retouching aal b
of negatives snd printe.

2. Plans, W mwwmm
tomcw&qmﬂyumﬁ e@mwww
dsadlines and job speeiricatibas.

' SN Mt
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3. Meets with opersting officials of [ Jand/or otherl

camponents of the Ageney to disc

uss printing and reproduction

problsms, work requests, need to meet deadlines, etc.

Makes

suggestions and recommandatiobs to such officials to help solve ;

their printing and reproductitn pwohlexs and requiremsnts. W

b i

limitations in capabilfities of equipment that is on hend
and mekes recommendations &8s %o possidle alternstive printing
snd reproduction methods which will accamplish desired results. |

occasion, provides such officials with informstion rclatﬁl

+

4. Originates requdsitions for supplies end equipments
required by the Brsnch. Respmsibla for asswing that 21l cquin-
ment 1s meintained and ia proper vorking condition at al} times.
Repairs and overhauls all eqidipment as necessary ineluding asserbly
and Aisassemhly. : 5

5. mumueussstmgectmmmti
nev equipment, msterials, andt processes in the reproduction field.

6. Providss highly technical treining for Bpecial
Project persounel. : :

7. Astures that a¥l eguigesent is being wtilized in af
adequate and efficienmt mannea? and that all security and safety
regulations end practices srd being camplied with.

8. cupmn;piﬁo&c production reports relating to !
work produced by the Branch #nd sssures thet all space end aguine
ment are maimtained in: & eledm snd srderly condition &t all tims.

9. Sets up and operetes sny or all of the following @
equipment: Model 1lh Ditto Dyplicsting Machine; Model 450 Mimeo+
graph Machine; Modsl 1R5C Multilith Presses; 17 x 22 Wabendorfes
Offset Press) Modsl C-PO Galley Compyd; ATF 20 x 24 Camera; Model
4 Xerox Camsra and Fuser; Model & Contimuous Photostat Machine; |
Photorstat Expeditor Marhine; M¥odel A Becordnk Microf{ln Camers;
Micrcfils: Viewers; Recordsk 35 MM Enlsrgers; Model D-2 Omecs
h x 5 Enlarger; & x § Bpeed drephic Coamera; & x 5 Grephte View
Camera; Argus C-3 Cemers; Polaroid 3smd Cazmra; 8 x 10 mnd Duo-!:
Photo Conmtact Primters; Nedel 1 Xerex Copy+Flo Printer; Osemstis
Ozalil Machino; Dial-A-Matic :Copier Nechine; Telepbote Machine; ¥ .
Microtronic Printer; Micretrénie Pyoeessor and Microtranic Trimfer;
Model D Vacuum Flxte Exposure Fremes; Model 1402 Plaxte Whirler;: :
Vari-Typsr Machine; 3G Foweg Paper Qutter; Stitching Machine; ,
Poper Drill Machine; Bliossogregh Mechime; lamineting Press; Fhgto-

L L)

24 piEligr

LU

v

g4 |

-
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10. Responsible fof unisthg in the plapning and
directing of 21l activities of the Agescy Emergency Reproduction
Facility in reproducing and dpplicating a wide variety of materipl
including textual material, charts, maps, diagrams, tables, books,
and studies through the Printing and Photographic media. In §
comnection with this emergency service renders guidance and assipt-
ence to Agency officials on Réproduction problems and participates
in planning for emergemcy projects to reproduce large volumes ofi
materiel, and informing such (£¥icials the printing and photo- -
graphic processes avallable e¢pd their eapaebilities and 1imitatidiﬂ

;

IX. SUPRRVISION RECEIVED -

Incumbent 1s tauhnically qualified to provide ell reproductfom 25X1A6
services with the capaliilitiep of equipment possessed by[ |and
receives little or no tecinichl supervision from superiors. Gerform). ¢
supervision; however, is received from the Chief, Beproduction
Branch as to vork to be accompliabed, production deadlines and/ci.'
priorities that are to e met.

III. MINDAM (UALIFICATION FEQUIRREITS

1. KNOWIEDGES: MNust hevye a thorough working knowledge of
the current methods, practices, and techmiques nassociated with
printing, lithogrephy, photogtupky, mwmm
activitiss, andi/or other similar or related techmical processes
associated with the printing imd refroluction of photegraphs,
reports, charts and sisllsr of related meterial as may be re-
produced by the offset printing sed othexr processes.

2. S8XTLIS: mmWﬁt&w&aWywm
Wyamwmwwmw,amau
niscellanecus bindery equigmeit. i

3. AXILITIRS: mnayhmwmmwmym ‘
time the relmtive costs of reimests fogr printing and reproductich;
-ability to meet Indivifduals hhving & need of pridting shd re-
production services in order to disduss snd mrrange with then
mm&m%&m;“mlitytbpm, organike
and direct the work of ‘otheres #

i i

B STHREE T TIET tY Iﬁu

.

i e e

k. mmmﬁw&m #ust have bad & yesrs of
progressively respousibile exphrisnce involving the performance of
swuiwdatwhmﬁ#exwmmwumt&' T
inoluded operatiom of w Jresses; offset M s
tm;%%%h&m and other sistlsr or

mwm mm&aﬁt&m‘ﬁmim

e it

i
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